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Punctuation is the use of spacing and the 
conventional signs.
• The term punctuation (is derived from Latin, which) means markings or the signs.

• Punctuation aids /helps to understand the text correctly. Loud or silent

• Punctuation is very important in avoiding the misunderstanding (disambiguate) 
the meaning of the sentences.

• Punctuation is a set of marks that regulate and clarifies the meanings of the given 
texts.

• There are fifteen basic punctation marks in the usage. Some are commonly used 



Punctuation 
marks/signs

The name (British /American  )  English Examples

1.             “  .” A full stop/ A full  period (.) 
It declares the end of a sentence. It also indicate to separate the 
sentences. Not to mix

I am a student.
e.g. ( For example)= Exempli gratia
St. Joseph  (to shorten the word) 
Saint

2.           “ ! “ An exclamation mark/ An exclamation point.(!)  
it indicates the excitement, either positive or  negative.

What a beautiful girl !

Wait! Don’t be foolish.

3.            “( ) “ Round brackets /parentheses ( ).
It interrupts the text to add more information.

I feel very safe inside the house  (my 
house).

4. “  ,” Comma (,) 
It allows breathing space,  to think. It separates two independent 
clauses.

I know Kannada, English and Hindi.
Show me son, show me how to 
laugh and smile when I was like you.
He likes her, doesn’t he ?.



5.             “ ? ” Question mark (?) 
It is used to complete the sentences to form a direct 

question.

Have you had your breakfast?.
Where are you going?

6.         “ :  “ Colon (:)
It suggests a list to describe.
It connects two independent clauses 
It is used in mentioning of time .

This fruit seller had  four kinds of fruits: 
bananas, apples, oranges and grapes
He was just thinking only one thing: what 
was his friend doing at that time..
Our class begins at 10: 30 A.M.

7. “  ;  “ Semicolon (;)  
Semicolons  connect two independent clauses or 
sentences together.

He does not like me; likewise, I too do not 
like him.

8.   “ – “ Hyphen (-) 

Combines two words to make compound 
nouns/adjectives.

Anti-acid
They  are in the 17-19 age group .
He gave me this for twenty-five  rupees.



9.         “ _” Dash (_). 
It hints at a brief break in thought or helps to add 

information to a sentene. 

I was thinking of another boy-who 
misbehaved in the class the other day

10. “  ‘  “ Apostrope (‘) .
It indicates possession.
It also indicates the exclusion of letters in contractions .

It is the children’s park.
They live in the boy’s hostel.

He’s going to Mysuru today.
I’m not interested it is  quite boring.

11.   “  [  ] “ bracktes [ ]
It gives scope for additional  things more clarifications. 

It [the river] taught me all about life. 
You provide information [ see our 
website].

12.    ‘ “ ‘ Quotation marks .
They are used to enclose the direct words spoken by the 
original speakers. 
They are also used in the tittles .

Have you seen the play “ Julius Caesar “ 
By William Shakespeare.
The teacher said , “ I shall take your 
class tomorrow”. 




